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INSTRUCTION NO, L1 1-14
LI 1-14 ORGANIZATION
Revised
SUBJECT: Mission, Functions, and Delegations of Authority; Executive
Officef?foffice of Logistics
1., MISSION

Provide administrative support and coordinate all functions of the 0ffice

of Logistics pe).

2, FUNCTIONS AND AUTHORITIES OF THE EXECUTIVE OFFICER (E0/0L)

a. Functions—7

(1)

(2)

(€) car

(37

he E?éﬁs in the chain of command from the Director &f Logistics

(D/L)Iand the Deputy Director of Logisticsy (DD/L) to the divisions
and staffs within Ghevofff%i‘of Logistidgft The EQ/0L willfg;sist.
with the overall management of Ehehﬂffggenof Logistics and exercise
supervisory authority over division and staff elements.
Provide planning, policy, and procedurel guidance to the D/L and p&-—
division and staff chiefs on matters pertaining to organization
and management, budget and fiscal, and registry and record services.
Initiate and administratively control all ©ffice of Legistics.- e
regulatory issuances and Agency issuapces concerning the-Qffice.of oL .
~ogistics,
Serve as focal point and primary action officer for all matters
pertaining to the Freedom éf Information Act in thew0££§%§9;f“Logistic3a

In this area, the EO/OL shall ensure that provisions of Executive Order
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STATINTL 11652,_(National Security Information Classifi-

cation, Declassification, and Access) are properly administered in €he (0L s
Qffice of Logistics «
(5) Pgrform administrative duties of common concern for the0ffice 424.,
of Logistigs... ..
(Lf)Céf/ Maintain liaison with other Agency components.,
‘ > i—
v (7) Provide for the Qffice of Logistics the following support services:
(a) A budget and fiscal activity to advise and assist in
financial matters, to prepare and execute the ©ffice of 24,
Logistics budget, to initiate and maintain appropriate
records, to furnish reports, and to perform other duties of
a fiscal nature,
(b) A registry for receipt and release of official communications
and maintenance of files inconnection therewith,

b, Authorities of the EO/OL =~ In conjunction with the functions detailed above,

the EQ/OL is delegated authority:to:
(1) 1In the absence of the D/L and/or the DD/L, exercise all
approval authorities specifically delegated to them,
(2) Approve.all OL financial transactions including authoritgsee
—
o%é%éavel/Aékhorizing/Hé;icial.
(3) Approve tfaining requests within authorities delegated to the D/L.
(4) Approve and control space éllocation, alterations, movgi and
services within the-Qffice of Legistice, OL .,
(5) Approve new orders for the acquisition of generalspurpose

publications,

(6) Direct and approve holiday work and irregular overtime, as

'S
defined in This includes tificati
STATINTL  Approved For Release TN 75 3504056005805 6554615 2t ton




- - s

‘ DRAFT Approved For Release 2001/11/01 :-.GIA-RDP78-05054A000100100070-0 -

of time and attendance reports for GS-12 through GS-14
employees who have been authorized to perform overtime.
(7) Approve Printing Services Requisitions for the-Office of al.,
Logistiesy™
oL ,

(8) Release dispatches and cables pertaining to GEfiee—off

Jogistics matters,

3. FUNCTIONS OF BUDGET AND FISCAL BRANCH AND RECORDS AND SERVICES BRANCH

a. Budgbt and Fiscal Branch
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Reyised 18 July 1973

Vo

(7}40 Provide for the Office of
services:

gistics the following support

(a) A budget andAiscal activity to advise and assist in

atters, to prepare and execute the Office
i€tics budget, to initiate and maintain appro-

e records, to furnish reports, and to perform

her duties of a fiscal nature.

b) A registry for receipt and release of official com-

munications and maintenance of files in connection

therewith.
3, Fumenens ar Budser condd Frscoe  BRPrott! Ound Recer o5 ome Services BewmneH

/,blaw Budget and Fiscal Branch

(1) Assist in the compilation, review, and preparation of the 0§ &~

. OfLfice.of Logiativs Program R, CoL
- gﬁfh&pdaffqggiszMwoiia

(2) Upon receipt of fund an osition coilings established by
the Deputy Dirqf or fe tees, review
the Office of Loglstics(Progran;gC e recommendations to

the DixectonGT Logisties apd, based on decisions made,
prepare the annual Office/ﬁgtimates budgetary submission.,

(3) Responsible for the maintenance of financial records and
for the preparation of analytical reports, on a monthly
basis, reflecting the status of funds and Property Requi-
sitioning Authority allotted to the-Qffice of Logisticss O&- 4

(4) Responsible for the maintenance of financial records /
reflecting the status of funds allotted to the B:reetor—b &
af.Legistics for the Headquarters procurement of Agency

| _ property.

(5) Provide procedural and regulatory guidance to ©ffiee of - €&
bogiotics personnel concerning budgetary and accounting
problems. ’ ‘

-3-
~ SeEmCR~E~T
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(6) Responsible for certifying the availability of funds and for
reviewing travel orders and related accountings as well as
various types of reimbursement vouchers to insure compliance
with Agency financial regulations.

(7) Initiate correspondence to accomplish funding of the Region
3 and Region 9, General Services Administration, Working
Funds , ascmedte—zs=she | IIGzGzGEGEGEGEGE i tenance —and Gper—)
ations--Accounts, ‘

(8) Responsible for administrative review of imprest funds main-

tained by effirve~ovfFogietics personnel,
o

(9) Responsible for liaison with other components of the Agency
with respect to budget and fiscal matters.

2 L«/l: Records and Services Branch -~
(1) In accordance with Agency regulations, provide policy and /
procedural guidance and assistance to the Diwmeeter—of-hogis- Z) L.

ties, the Exeeutiwe-LffPeer, and other OL personnel concerning
communications, regulatory material, records and forms crea-
tion, maintenance, use, prteserva'blon, and disposition.,

XTIV
(2) Respongible for the G@ftee—of-%cgrsttcwntal material
program,
2 .
(3) Operate the Of-f-i—ce—-—o%&egis:b&cs mail center,&;ggg%e am’,(- d‘fﬂq
control tickets, and assign correspondenceﬁ & propery,

Qffice oftropbeties component for action, establishing

suspense dates when necessary.

(4) Responsible for the maintenance of official files, determining
what 1s permanent record materisl and what i temporary, for
the Office of the Diwestorof-Legistics, b

(5) 25X1A

-
S-E-C-R-E-T -
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(6) Set p’%%y dis ution patt rﬁ”fg;\Q%ency and-Logistics
regllatory-material and -dtstribute all-suck publications.

(7) Respopsible for the initial hreakdown-and distribution of
pgy?ﬁﬁécks;fffﬁg\andwattéﬁﬁgncémgg;gz, aﬁE’Iﬁﬁ?ﬁéave runs
for the Office of Logistics.
, (o] ,
\ QQ A48T Within the=@££ieeﬂo;;§5gistics, responsible for the setup &
- and maintenance of official files for Agency regulatory
material proposed for publication.

£ 7(9) Process incoming and outgoing cables and dispatches, ana-
'/IYQ g ggd,éés;gning action to Office of Logistics components

-~ as required. 3
) ey
\7) (109 Control Top Secret and registered docu-
ments an oCess in accordance with existing instructions;

maintein central file for documents; and develop and main-
tain instructions for handling docdgents; destroy Top Secret
material when appropriate.

(?) (11) Obtain pseudonyms and aliases for all/q[.. employees, main-
_ tain official records, and provide the necessary reference

service,

,»/%f?}thé%pdhsiplg'fd¥“%hg upkeepféﬁanﬁﬁintegggggwof a copying
Lo - machine:~ -

( )( % Maintain liaison with other Agency-components.on matters
QMHj;hiﬁ’%ﬂé\jurisdictighuof the Records and Services Branch.--

S-E-C.RET
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PSS 1N, Funenms, and Dulegalen < il Epe el Ofiftes
SUBJECT: : i : ' i ce '
(Ve | LT~ I-1%- delay 1973
1. MISSIoN
Provide administrative support and coordinate all functions, weless
specifically exempi, of the Office of Logistics.
2. FUNCTIONS aend o Gexonve Opficen (Eofor)
»
- &
Provide plannifdg, policy, and procedural guidance to the
ogistics and division and staff chiefs on
matters peptaining to organization and management, budget
i and registry and record services.
r;g (§) e and administratively control all Office of Logistics
regufatory issuances and Agency issuances concerning the
. ce of Logistics.
() amoha
//// (9)5/Perform administrative duties of common concern for the
Office of Logistics.
p
Ny
‘,;”J/
QS) Maintain liaison with other Agency components.
S=E~C=R-E-T
E2 IMPET CL BY 008348
S’
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Records & Serviees
Branch
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